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ABOUT THIS GUIDE

This Subsidized Housing Emergency Rental Assistance Program (SHERA) User Guide has 

been developed to support Property Managers, Owners and Staff with step-by-step 

instructions to register and apply for SHERA through the online portal: 

https://sherafunding.mass.gov/en-US/Home/Index. 

Note that all data contained in this guide is fake and has been created specifically for training purposes.
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We are ready to help! 
Several resources are available to help you learn more and the SHERA Program and how to apply: 

1. Resources posted on the SHERA Program Information Page

2. After reviewing materials, if you have questions related to SHERA, please submit a support ticket on 

the Portal.

https://sherafunding.mass.gov/en-US/Home/Index
https://sherafunding.mass.gov/en-US/Pages/View/137/program-information
https://sherafunding.mass.gov/en-US/Pages/View/21/service-request


SHERA PORTAL OVERVIEW

• Several Actions can be 
taken from the “Home” 
Screen of the SHERA 
Portal.
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Here users can Sign 

Up and Login to the 

SHERA Portal 

(needed before 

applying)

Here users can 

access SHERA 

Program & Policy 

documents, 

application guides 

and form letter 

templates to send to 

tenants

Here users can 

Login to the SHERA 

Portal

Here users can submit a support 

ticket if they have questions about 

SHERA through the Service 

Request page

Here users see 

important program 

information, news & 

announcements



BEFORE STARTING YOUR SHERA APPLICATION
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STEPS TO COMPLETE YOUR SHERA APPLICATION
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Before you start on your SHERA application, there are a few actions you must first take in order to 

be ready to apply, in the following order. Not completing these tasks will prevent funds from 

reaching you:

Request 

Direct 

Deposit

1 2 53

Read & e-sign:

Compliance 

Certification 

Owner Agreement

Import 

Units/Tenant 

Claims

Update your 

W-9

4

Obtain a 
Project ID and 
Register on the 
SHERA Portal*

*If you have received a Project ID for your property(ies) via email, you can register and submit claims on the SHERA Portal. If you have not
received a Project ID, you can submit your property to be pre-screened for eligibility by completing the SHERA Pre-Screening Form located 
here: https://www.mass.gov/forms/shera-pre-screening-form?auHash=zCvIv4WueNbOIp7yrzmNF1yHb15Pn_PdwajaiJEol7Y.

https://www.mass.gov/forms/shera-pre-screening-form?auHash=zCvIv4WueNbOIp7yrzmNF1yHb15Pn_PdwajaiJEol7Y


BEFORE STARTING YOUR SHERA APPLICATION

Steps to complete
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Before you start on your SHERA application, there are a few 
actions you must first take in order to be ready to apply, in 
the following order. Not completing these tasks will 
prevent funds from reaching you:

1. You must Update your W-9

– The W-9 information must match exactly with the property 
owner's W-9 on file with the IRS, including the Federal Tax 
Classification. Work with your finance department as needed.

2. You must Request Direct Deposit

– Direct deposit information must match your bank records 
exactly. Work with your finance department as needed.

3. In order to demonstrate program compliance, you must 
read and e-sign the Compliance Certification and the 
Owner Agreement

4. Once you have completed all the above, you may Import 
Units/Tenants

– This is how you submit an actual application with tenant claims

1

2

4

3



ACCOUNT CREATION
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ACCOUNT CREATION

97/13/2021

Before you can use the SHERA portal, you will need to register as a user, affiliated with 
at least one eligible property. Before you can submit an application for rental assistance 
for residents of a specific property, you will need to register that property.

• In order to register as a user, you will need the Tax ID number for at least one property with 
which you are affiliated. This is the 9-digit number in the property’s W-9, which you will also need 
to upload as part of the process. The system doesn't require you enter in the dashes.

• In order to register a property, you will need the project number, a unique number assigned to 
each eligible property. You will be provided with this number along with your invitation to 
participate in the program.

*Please note that multiple users can be associated with each property, and each user can be associated with multiple 
properties. But you will only need information about one site in order to accomplish your initial registration as a user.



REGISTERING AS AN INDIVIDUAL USER
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REGISTERING AS AN INDIVIDUAL USER

1. Access SHERA Funding Home page: https://sherafunding.mass.gov/en-US/Home/Index. 

2. Click on the button that says Sign Up.
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https://sherafunding.mass.gov/en-US/Home/Index


REGISTERING AS AN INDIVIDUAL USER

3. Next, fill in the information requested, starting 
with your name and email. Choose a password
and enter that under “password” and “confirm 
password.”
– Passwords must:

– Be at least 8 characters

– Have at least one non letter or digit character

– Have at least one lowercase ('a'-'z’)

– Have at least one uppercase ('A'-'Z’)

4. You will need to enter the Tax ID/TIN of one 
project with which you are affiliated, and which has 
received an invitation to participate in 
SHERA. This is the number on the W-9, which you 
will be uploading later in the process.

3. Check the box that shows you agree to the Terms 
and the Privacy Policy, and then click on the box 
that says, Register Account.
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5
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REGISTERING AS AN INDIVIDUAL USER

7. You will get a message asking 

you to confirm your email: 
– Check your email for the confirmation. 

If you do not receive this 

confirmation immediately, be sure 

to check your spam folder!
• Email Sender: Massachusetts SHERA 

SHERA@nanmckay.com

• Email Subject Line:  Please confirm your 

account

– Once you have the email, click on the 

words Confirm Account! to proceed.
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mailto:SHERA@nanmckay.com


REGISTERING AS AN INDIVIDUAL USER

8. Once you’ve confirmed your account, 

you will be taken to a login page.

147/13/2021
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8

9. Use your new password and your 

email address to log in.



REGISTERING AS AN INDIVIDUAL USER

10. Once you have logged 

in, you will be asked to 

enter a mobile 

phone number for 

two-factor 

authentication.

11. Check your text 

messages for the code

and enter it when 

prompted.
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NOTE:  As an important part 

of the portal’s security, every 

time you login to the SHERA 

portal in the future, you will 

be sent a confirmation code 

to this number.



REGISTERING AS AN INDIVIDUAL USER

12. From this point on, you will start at the home page to the SHERA Portal. Click on 

Owner Section to work further on registering your properties or applying for rental 

arrearage assistance.
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OWNER/ PROPERTY MANAGER HOME
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OWNER/ PROPERTY MANAGER HOME

The Owner Home page will be your launchpad for most of the activities you’ll 

conduct on the site.
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Here the user can 

return to the Owner 

Home page

Here the user can 

manage settings in their 

profile

Here the user can 

import applications/ 

tenant claims

Here the user can 

import applications/ 

tenant claims



MANAGE PROFILE
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MANAGE PROFILE
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Here the user can 

change their password

Here the user can 

change the phone 

number they use for 

two-factor 

authentication



REGISTERING A PROPERTY
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REGISTERING A PROPERTY

To add a property, you will need to know the Tax ID (TIN) and the 

Property ID number.

• You should be able to get the Tax ID for the site based on your affiliation 

with the sponsor/owner or the property manager.

• The Property ID will be sent to you via email along with your invitation to 

participate in the program.

Once you have collected this information, you are ready to register one or 

more properties.
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REGISTERING A PROPERTY

1. Click on the Add Project/Property button from the Owner Main page.
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REGISTERING A PROPERTY

2. Enter the Project ID number sent to you along with the invitation to participate in 
SHERA.  Enter the Tax ID.  BE SURE TO USE THE DASHES WHEN ENTERING 
BOTH. 

3. When you are done, click the  Add Project button. 
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REGISTERING A PROPERTY

4. Once you have entered this project information, you will see the property listed under 

Your Projects.

5. You can complete further registration tasks by clicking on the View Project Details 

tab.
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REGISTERING A PROPERTY

Update your W-9

6. Once you have added a property, you can use the View Project Details page to click 
on Update your W-9.  You will need to input the information from your W-9 and 
complete this step before payment can be issued.
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REGISTERING A PROPERTY

Update your W-9
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6a. Select type of submission, either a 

new W-9 or updating an existing W-9 

form already in the system.

6a



REGISTERING A PROPERTY

Update your W-9

28
7/13/2021

6b. Update an existing or submit a new 

W-9 form by providing the required 

information.

IMPORTANT: The Property Owner's 

W-9 information must match exactly 

with the record on file with the IRS, 

including the Federal Tax 

Classification.Without exactly matching 

W-9 information, your application cannot 

be paid.
Note: If there is no first or last name, and only a 

business name you should leave those fields blank.

6b



REGISTERING A PROPERTY

Update your W-9
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6c.   Confirmation is completed after 

validation of data through a text code 

validation.

6c



REGISTERING A PROPERTY

Update your W-9
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6d

6d.   Once all steps have been 

complete you will receive your 

confirmation number. 

The submitted information

will be validated against IRS

records. DHCD may reach out if 

the information cannot be 

validated.



REGISTERING A PROPERTY

Request Direct Deposit

7. From the View Project Details page, you can also click on the Request Direct Deposit link 

to request electronic transfer of any arrearage payments, and to enter information about the 

bank account to which you want funds to be sent.  ACH payment is currently the only 

payment offering for SHERA, so you will need to complete the request for direct deposit.
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REGISTERING A PROPERTY

Request Direct Deposit
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7a

7a.   Select the Type of Submission; 

either ‘New Request for Direct 

Deposit’ or ‘Change current Direct 

Deposit information.’



REGISTERING A PROPERTY

Request Direct Deposit

7b.   Enter Payee Information including 

name, Tax ID, address and contact 

information.

IMPORTANT: Direct deposit 

information must exactly match your 

bank records. Work with your finance 

department as needed.

Without exactly matching Direct 

Deposit information, your application

cannot be paid.
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REGISTERING A PROPERTY

Compliance Certification
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8. From the View Project Details page, you can also click on the Compliance 

Certification link to sign the Owner Compliance Certification form online. You will 

need to use your mobile number during this process for authentication. 

8

https://www.mass.gov/doc/shera-owner-compliance-training-certification/download


REGISTERING A PROPERTY

Compliance Certification
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8a.   Click Sign Document to begin 

the Owner Compliance Certification 

process. 

8a



REGISTERING A PROPERTY

Compliance Certification
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8b.   Enter your name and email to 

then click Proceed to Document. 

8b



REGISTERING A PROPERTY

Compliance Certification
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8c.   Enter the 

requested 

information.



REGISTERING A PROPERTY

Compliance Certification
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8d. Once you have entered all the 

required information, you will be able 

to click  Submit Signature.

8d

8e. Next, enter your mobile number 

and click SMS Me to authenticate 

your signature. 

8e



REGISTERING A PROPERTY

Owner Agreement
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9. From the View Project Details page, you can also click on the Owner Agreement 

link to sign the Owner Agreement form online. You will need to use your mobile 

number during this process for authentication. 

9

https://www.mass.gov/doc/shera-owner-agreement-0/download


REGISTERING A PROPERTY

Owner Agreement
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9a.   Click Sign Document to begin 

the Owner Agreement process. 

9a



REGISTERING A PROPERTY

Owner Agreement
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9b.   Enter your name and email to 

then click Proceed to Document. 

9b



REGISTERING A PROPERTY

Owner Agreement
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9c.   Enter the 

requested 

information.



REGISTERING A PROPERTY

Owner Agreement
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9d. Once you have entered all the 

required information, you will be able 

to click  Submit Signature.

9d

9e. Next, enter your mobile number 

and click SMS Me to authenticate 

your signature. 9e



SUBMITTING AN APPLICATION 

(IMPORTING UNIT / TENANTS)
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SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Excel File Template
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1. From the owner section, you can click on the Import Units/ Tenants link to submit an 

application.

1



SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Excel File Template
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2. Download the Excel template from the 

main Import Data screen. Complete the 

template by inputting the required 

information for each tenant. Each row in 

the template represents a new unit/ 

tenant claim.  OR

• You can design a report from your 

property management software and 

import that report directly. The portal 

will accept .xls, .xlsx or .csv files.

• Note: Import is easiest if you match 

the data field names exactly and follow 

data field formatting instructions

2

NOTE: The Excel file 

Template (SHERA 

Application Data Fields)

is also available for 

download on the 

SHERA Program 

Information Page. Users 

should reference the 

Instructions SHERA 

Application Data Fields 

Reference Guide for full 

instructions on 

completing the template.

https://www.mass.gov/doc/shera-application-data-fields/download
https://www.mass.gov/doc/instructions-shera-application-data-fields/download


SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Excel File Template
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3. Select the file from the folder 

section or drag and drop the 

file in the upload area.

4. Upload successful message will 

appear with a count of the 

tenant records uploaded.

3



SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Auto Matching Fields
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5. After the initial upload, match 

each Fields found on your file 

with the NMA Portal Fields

• Auto Match can be used if the 

Excel template from the 

SHERA portal was used, or if 

the data field names in your 

file match the NMA Portal 

fields exactly

• Note: The red fields are 

mandatory



SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Validate Records and Fix Errors
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6. Verify all data before the final upload.  

• Any row that does not have information or has incorrect information will be highlighted 

yellow and any invalid field will be highlighted red.

• Note: Until all invalid rows are fixed, you cannot proceed with the upload

6



SUBMITTING AN APPLICATION (IMPORTING UNIT / TENANTS)

Confirmation and Import
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7. This is the final page that 

will confirm and upload 

the information to the 

system. Check all 

checkboxes and click 

send to confirm and 

upload the information.

• Note: Once the 

information has been 

uploaded it cannot be 

edited 

7



NEED HELP/ LET US KNOW SECTION
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NEED HELP?/ LET US KNOW 

1. If you have questions, you can submit 

them on the front page of the SHERA 

Portal. Click on the box labeled More.
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2. Please fill out the Service Request from as completely as 

you can, so your question can be directed to the people 

who will be best equipped to answer. Please be sure to 

include your Property or Tax ID and your Project ID if 

you have already registered. 

1

2



TENANT COMMUNICATIONS AND RESOURCES
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TENANT COMMUNICATIONS AND RESOURCES
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1

1. In the top right corner of the SHERA Portal Homepage, click Program Information.



PROGRAM INFORMATION PAGE
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2

2. Click this link to visit the SHERA Program Information site, which is a resource for all the 

latest documents which an owner or property manager may need when they're working with 

the SHERA program.



PROGRAM INFORMATION PAGE
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3. Click this link to 

return to the SHERA 

portal.

4. Use the Table of 

Contents to navigate 

to the list of relevant 

resources. 

5. There are several 

Form Letters for 

owners to send to 

tenants under the 

SHERA Tenant 

Communications 

section

3

4

5

NOTE: Users can reference the SHERA 

Tenant Notification Instructions

Reference Guide to understand which 

form letters to send to tenants at which 

stage of the program. 

https://www.mass.gov/doc/shera-tenant-notification-instructions/download

